" .» CHARLES COUNTY GOVERNMENT

Schedule No. C" Zfé

€ RECORDS MANAGEMENT DIVISION
RECORDS RETENTION AND DISPOSAL SCHEDULE Page 1 of 3
Agency Division/Unit
CHARLES COUNTY GOVERNMENT INTERNAL AUDIT
Item Description Retention
| No.
=
1 GENERAL CORRESPONDENCE Screen annually. Destroy
material having no further
Subject arrangement of original incoming letters, administrative, fiscal, legal,
outgoing letters, memorandum, and any and all or operational value. Retain
correspondence of the department or it's division. permanently any material
that serves to document
the origin, development, and
accomplishments of the
department. Transfer
periodically to the MD State
Archives.
2 TIME AND ATTENDANCE Retain for 3 years,
then destroy.
Files may contain some or all of the following:
leave requests, comptime request, weekly
timesheets, etc.
3 EMPLOYEE PERSONNEL RECORDS Retain for 3 years after
termination, then destroy.
Files may contain some or all of the following:
evaluations, awards, training, written correspondence,
etc. '
4 FISCAL YEAR BUDGETS Retain for 3 years,
then destroy.
Budget expenditure files for departments, tracking
of expenses, invoices, purchase orders, check
request, etc.

Schedule Approved by Department,
Agency, or Division ?éepr sentative

Date & Date

Schedule Authorized by State Archivist
JUN 2 2 1998

Signature /zz4.
Typed Name

Signature ¥ _ : C. _/ﬂt,?ﬂ_/.




CHARLES COUNTY GOVERNMENT
RECORDS MANAGEMENT DIVISION

RECORDS RETENTION AND DISPOSAL SCHEDULE

{Continuation Sheet)

Schedule No.

C— X326

Page 2 of 3

Agency Division/Unit
CHARLES COUNTY GOVERNMENT INTERNAL AUDIT
Item Description Retention
No.
5 AUDIT FILES - GRANTS Retain for 3 years, and until
all grant requirements have
Includes audit workpapers and reports for annual audits been fulfilled, then destroy.
of grants and/or special projects funded by the State.
Ex: 911 Program, Agricultural Transfer Tax, etc.
6 POSITION CONTROL AUDIT FILES Retain for 1 year, and until
all external audit requirements
May include: have been fulfilled, then
Monthly/quarterly report to Commissioners destroy.
Month end query report
Budgeted position control report (from Budget)
Approved positions listings
Position control report for pasitions not under
Personnel Policies (from Payroll)
7 RETIREMENT PLAN AUDIT FILES Retain for 2 years, and until
all external audit requirements
May include: have been fulfilled, then
Semi-annual audit reports to Commissioners destroy.
Audit workpapers
Actuarial reports
8 RETIREMENT PLAN GENERAL FILES Screen annually. Destroy

May include contracts, summary plan descriptions,
policies and procedures, correspondence, etc.

material having no further
administrative, fiscal, legal,
or operational value. Retain
permanently any material
that serves to document

the origin, development, and
accomplishments of the
department. Transfer
periodically to the MD State
Archives.




Schedule No.

_ CHARLES COUNTY GOVERNMENT C - %é
: RECORDS MANAGEMENT DIVISION B
RECORDS RETENTION AND DISPOSAL SCHEDULE Page 3 of 3
(Continuation Sheet)
Agency Division/Unit
CHARLES COUNTY GOVERNMENT INTERNAL AUDIT
item Description Retention
No.
9 INVESTMENT AUDIT FILES Retain for 2 years, and until
all external audit requirements
May include: have been fulfilled, then
Quarterly and Semi-annual audit reports to destroy.
Commissioners
Audit workpapers
10 INVESTMENT GENERAL FILES Screen annually. Destroy
material having no further
May include contracts, state audit requirements, administrative, fiscal, legal,
policies and procedures, correspondence, etc. or operational value. Retain
permanently any material
that serves to document
the origin, development, and
accomplishments of the
department. Transfer
periodically to the MD State
Archives.
11 GENERAL INTERNAL AUDIT FILES AND REPORTS Retain for 2 years, and until
all external audit requirements
May include special audit reports and audit have been fulfilled, then
workpapers on any number of issues which were destroy.
requested by the Commissioners.
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Instructions - Type or Print a separats form for each
new or revised record series, forward with Record
Retention Schedule (DGS 550-1)

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT ODIVISION
7275 WATERLOO ROAD
P.O. BOX 275
JESSUP, MARYLAND 20784

AGENCY RECORDS INVENTORY

PAGE____ OF ___

v |, Department/Agency 2. Division

IVT*R’X ' vaQ Afwlu‘t

3. Unit

DEFINITION - RECORD SERIES - A group of related records nomally filed and used as a unit for reference as well as retention and disposition purposas.

4. Record Series Title

Ay Audt Files

ETEE

6. Record Series Description (Brisfly describe the typas of informationn/documentsforms found in the series, include the purpose or function of the series.

dundst wiv f’c'/f&fb@' Jor amneel Qil audds fa Ha Stite

.’

7. Record Series Format(s) 8. Record Series Sequence 9. Volume
. O File Drawer(s)
%\Lener Size 0 Microfilm O Alphabetical / - DB Microfim Reel(s)
0O Computer Tape(s)
O Legal Size D Computer Tape O Numerical Number B Other {specify) ,
// . .
O Bound Book Q Floppy Disk )K Chronological 27 Binder !
0 Audio Tape D Video Tape O Geographical 10- Annual Acmutatn o Drawer(s) |
. , D Microfilm Reel(s)
O Other (specify) 0 Other (specify) O Computer Tape(s)
———ee Number ju] er (specity)
o Bl
R LA
11. File is Used 12. File Inactive After
D Daily O Weekly O Monthly 2 2 O Month(s) X Year(s)
v Aty Nmber

13. Current Location(s) {Bidg.. Flocr, Room)

D’T‘k/’(,f'p\'z\,@ waz{d}' M CCGL%

14. Is Record Series Duplicated Eisewhere?
(If yes, specify agengy or office)
Q Yes /é\ No

15. Access Restrictions O Yes
(¥ Yes. cite Law(s) & Regulation(s)

ﬂ\No

16. Audit Requirements

/Iﬁ None

O State

O Federal C Independent

17. Is an Index System Used? (If yes. explain briefly and describe
any hadwars/software
2o

0O Yes

18. Rm%j Rotennon
; ?A ’ //‘f/(/ D%f

19. Name and Title of Preparer

Margaret W[ Lerson

20. Telephone Number

301 -6Y45.060 1

21. Date
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DEPARTMENT OF GENERAL SERVICES AGENCY RECORDS INVENTORY
Instructions - Type or Print a separate form for each RECORDS MANAGEMENT DIVISION
new or revised record series, forward with Record 7275 WATERLOO ROAD
Retention Schedule (DGS 550-1) ) P.O. BOX 275 ‘
‘ JESSUP, MARYLAND 20784 PAGE__ OF
'» |, D epartment/Agency A 2. Division : 3. Unit
Thternal (Qudet

DEFINITION - RECORD SERIES - A group of related records normally filed and used as a unit for reference as well as retention and disposition purposes.

4. Record Series Title 5. arllest Year/Latest Year

A—qnmlf‘!&/‘ﬁ [m//L(’VQ/f TLQ_( AW&J,- QL&A LTl o

6. Reeord Senas Description (Briefly describe the typas of informationn/documentsfforms found in the series. Include the purposa or function of the sanies.

F]'u&p» v eppes for Tl i dit NfWF-

any.hamva.lra/soﬂware . | . /Q :?77’5 Y Z_ /’ﬁ /——
O VYes No :
> - 1 o @JE@,@

7. Record Series Format(s) 8. Record Series Sequence 1 9. Volume
) - . 0O File Drawer(s)
PLetter Size O Microfiim O Aphabetical ( ~ O Microfim Reel(s)
D Computer Tapa(s)
O Legal Size O Computer Tape O Numerical Number 0O Other (specify)
1 2. N -
O Bound Book O Floppy Disk . Chronological " &rndyr
0 Audio Tape O Video Tape O Geographical 10 Annual A e Drawers)
) , ’ DO Microfim Reel(s)
O Other (specify) O ther (specily) ! O Computer Tape(s) |
——— Number 0 Other (specify) !
|7 B ndr, ’
11. Fileis Used . ’ 12. File Bacomes Inactive After _
O Daily O Weeldy O Monthly 3 O Month(s) y( Year(s) '
. Number
gy mltl{,@&t/ -
13. Current Location(s) (Bldg., Floor, Room) 14. Is Record Series Duplicated Elsewhere? ;
> R (It yes, specify agency or office) '
RAAL Audd - CCEAR D Yes O No
15. Access Restrictions O Yes /&‘LNO 16. Audit Requirements
(If Yes. cite Law(s) & Regulation(s) ] ’ :
/(9( None O State O Federal 0O Independent ;
i
17. Is an Index System Used? (If yes, explain briefly and describe 18. Recommended Retention

20. Telephone Number

20| -4 S -0601

19. Name and Title of Preparer

Maygard WG sm
\ A

21. Date

51297
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DEPARTMENT OF GENERAL SERVICES AGENCY RECORDS INVENTORY

Instructions - Type or Print a separate form for each RECORDS MANAGEMENT DIVISION

new or revised record series, forward with Record 7275 WATERLOO ROAD

Retention Schedule (DGS 550-1) P.O. BOX 275

_ JESSUP, MARYLAND 20794 PAGE ___ OF __
v 1, D epartment/Agency _ 2. Division 3. Unit
Internal (udif

DEFINITION - RECORD SERIES - A group of related records norrnally'ﬁled and used as a unit for roference as well as retention and disposition purposes.

4. Record Series Title 5. Earfjest Y

s ey st Oar/l.at,e Year
Pheihan Gontl Audet Hiles 199201997

6. Record Series Dascription (Briefly describe the types of informationn/documents/forms found in the series. Inciude the purpose or function of the series.
D Moty (euartert, bee. é{‘n) reaod“\‘ 2 Comm ssioners.
. J ) . L 4
2) G&,u.-r;? ‘Bw%aor*th? as’ of morth—end-- fom AWS %d«}obc&e.
D) Bod kel | osion coritent rapert (prepard by Badal) o
4; s Hon @rﬁsﬁl regert v fosihons not wndeS Rasennel polcies (prepared bq P%]mh'
s) bporowd pesihons  Lisres, . | |
Pirpose © Fer audid purpeses™- s regort @y, wnaute n tod pasy 01| Chinpeo o Co Comm.
= S J i Z

7. Record Series Format(s) 8. Record Series Sequence 9. Volume
. - . JBL File Drawet(s)
QLener Size 0 Microfilm O Alphabetical \/ L/, - O Microfim Reel(s)
i 0O Computer Tape(s)
O Legal Size 0 Computer Tape 0O Numerical Number DO Other (specify)
O Bound Book O Floppy Disk ® Chronological
0 Audio Tape O Video Tape O Geographical 10. Annual 'A”“"'“l“;‘ File Drawer(s)
. ) i D Microfim Reel(s)
0 Other (specify) QO Other (specify) . : / ft O Computer Tape(s)
-_ . ——————— Number O Other (specify)
11. File is Used ) 12. File Becomes Inactive After
O Daily O Weekly J Monthly 1z @ Month(s) O Year(s)
Number
13. Curmrent Location(s) (Bldg., Floor, Room) 14. Is Record Series Duplicated Elsewhere?
' (i yes, specify agency or office)
. . O VYes No
Tnternal Quddorc offie m CC&H
15. Access Restrictions O Yes 'ﬁ\No : 16. Audit Requirements

{if Yes. cite Law(s) & Regulation(s) . N - .
l‘(ﬂ/& cert a ns Len (,U/n*'wi fxu,l ,/UH \/\-ﬁJ' ﬁ\\ None o State D Federal O independent

——

17. Is an Index System Used? (If yes. explain briefly and describe - 18. Recommended Retention Mg I 71//5: | )/ r
any hadware/software : : — ’
O Yes g No ' / K"&{jf/
D&=] s p% '

20. Telsphone Number

201-64S-0ED |

19. Name and Title of Preparer

Magars Wilkesm | dudib




new or revisad record series, forwdrd wnth Record
Retention Schedule (DGS 550-1)

o] DEPABIMENT OF GENERAL SERVI

RfCO
I 75 WATERLOO ROAD
1D P.O. BOX 275

ks AGENCY RECORDS INVENTORY
DS MANAGEMENT Dlvas:orgt

PAGE _Z_ OF ___

v I, D epartment/Agency

Thternal zL\—u/LJT

-3, Unit

DEFINITION - RECORD SERIES - A group of related records normally filed and used as a unit for reference as well as retention and disposition purposes.

4. Record Series Title

Sheriths 0w Kitvemest Plan Audd $ies

5. Earliest Year/Latest Yoar

ALYt wE797

K

2 Audit workf»

6. Record Series Description (Brisfly describe the types of informationn/documents/orms found in the series. Include the purpose or function of the saries.

‘) e - aveneid) aodat mfa:

AT «Fn e >€qu' e sl au _Ll,{,b

h COYY)MIS<IOQL//_>

}Cbm u‘C

MG .
3) Rermanent 1 - canirec, po bhaes ¢ r rocedunts ): :—S\:\/m gl g
ﬁc\ (ACL.Y\ G/{ Y\Q_fc, "B ) (_O rV’eSPO ndh./ﬂc,t et Wg1 46";\7’9
Purmse - [, audals | qvu,u‘ﬁﬁ bv, Ce Csrmm ¥ E/V r\‘:&mn& D A PO G
7. hecord Series Format(s) 8. Record Series Sequence 9. Volume ‘
0O File Drawer(s)
) Letter Size O Microfitm O - Alphabetical 2 - O Microfilm Reel(s)
D Computer Tape(s)
O Legal Size 0O Computer Tape O Numerical Number R Cther (specify)
i 2% Binders
D Bound Book O Floppy Disk ¥ Chronological
. 3 - la 9
B Audio Tape O Video Tape O Geographical 10. Annual"Acoumu 'g" File Drawer(s)
. ‘ 0 Microfim Reel(s)
O Other (specify)

O COther (specify)

O Computer Tape(s)

%Gﬁmm)_——

?—;\:——,—\_ o Number 0O Other (specity)
’\(e blnw'fj ,—Z’:, 5//7&?/“
11. File is Used 12. File Becomes Inactive After
O Daily . O Weekly O Monthly O Month(s) @) Year(s)
& &L/Ld/fb/(/j/ Number
13. Current Location(s) (Bldg., Floor, Room) 14. Is Record Series Duplicated Elsewhere?
- . i (If yos, specify agency or office)
Thevnal Audd 0%@ o CC =3 O VYes R No
15. Access Restrictions O Yes No 16. Audit Requirements o - i
(If Yes. cite Law(s) & Regulation(s)
O None: O State O Federal A Independent
17. Is an Index System Used? (If yes, explain briefly and describe 18. Roeommendod Ratenuon p//‘ </
any hadware/software - )
D Yes ¢( No 2 %”/J 7Q’\/ ,’4’(&4€/d‘ CU(,}O ~
"y mcwuaﬂﬂ(ﬂ R o navant {le
19. Name and Title of Preparer 20. Telephone Number 21. Date
TN VI . . - < .o Heky)
/v\%m W e Auditor [-(,4S-0bO S-12 97
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Instructions - Type or Print a separate form for each
new or revised record series, forward with Record
Retention Schedule (DGS 550-1)

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

AGENCY RECORDS INVENTORY

7275 WATERLOO ROAD
P.O. BOX 275
JESSUP, MARYLAND 20794

PAGEé oF ____

v I, D epartment/Agency

Trtesnad Audit

2. Division

3. Unit

DEFINITION - RECORD SERIES - A group of related records normally filed and used as a unit for reference as well as retention and disposition purposes.

Qb_g)__sg_ MJr N%w\(mamf? ost'd ”w Cemm)iz

4. Record Series Title 5. Earliast Year/Latest Year
Ty &L L Y9 B/ 97
Trvestment Aadd £ les
6. Record Serias Description (Briefly describe the types of mforr?/aggnn/dowmonts/fonns found in the series. Include the purpose or function of the saeries.
adld
(‘) O«LWL(T amC( semi-annuid rgors fo Gemmissionens. ( " l@:;wg-nc,buf
' reiy
(_J') Rudit  whovie eAs ](73( arterle © >¢m¢ : a/,wuudé o diTs nety t‘lku ik
L(S) & rornanent 'ﬁ le (‘/or\“{-rac‘,s Fc Leses « F(’oc¢c<,u,ra QZLLL audet "\*‘\B ‘
Lo rveige ndenes _ "

o
=
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7. Record Series Format(s) 8. Record Series Sequence 9. Volume
O File Drawet(s)
¥ Letter Size O Microfim O Alphabetical ?L ~ . O Microfim Reel(s)
O Computer Tape(s)
0 Legal Size O Computer Tape 0 Numerical Number —B—Other-{specity)
29 Binders
0 Bound Book O Floppy Disk t}'L Chronological
Accumul
O Audio Tape O Video Tape O Geographical 10, Anual AU A e Drawerls)
, . N O Microfim Reel(s)
0 Other (specity) O Other (specify) ( O Computer Tape(s)
_— —————— Number 0 Other (specify)
3’0’7/\? lomde 7 > By
. File is Used _ 12. File Becomes Inactive After
O Daily O Weekly O Monthly _ A O Month(s) K Year(s)
. Number : X
7 Wiarterly G manent hle remains achwe
13. Cument Location(s)  (Bldg.. Floor, Room) 14. Is Record Series oupnaa:od Eisewhere? T/ - @ licees « Pucy
. ~ ~ (if yes, spoufy,agen
j_\rﬁCfan A’L@Uﬁ' O'Fﬁ e M CCG& X (. T’ r Puds D No
7

= we Lpapzc’ — Om.m&iw

15. AccesS Restrictions O Yes
(If Yas. cite Law(s) & Regulation(s)

S No

16. Audit Requirements

0O None O State u]

Federal (g:'lndependent

any hadware/software

D VYes

(_No

17. Is an Index System Used? (If yes, explain briefly and describe

18. Recommended Retention

L e i
WWYJ— T Y LA \,\/KJ-" B

H 56*/%5 / ;ﬂf,

" Rerdaererte—fe Bima - L

19. Name and Title of Preparer

Me; L&,f'(/t l/‘J ol ]LQ//' g rv(_':
DGS 5504 Rev. 180 —

20. Telephone Number 21. Date

301-64S-CEC |




